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Personal Statement:

I have an extensive knowledge in Quality Assurance in particular to Quality Management System (ISO 9001:2008), Internal Quality Audit, Business Process Modeling, Document Management System, Records Management, Customer Focus, Mystery Shopping, Travel, and Administrative Functions. 
I am a proven team player with excellent leadership and communication skills. I speak English and Tagalog fluently and basic Arabic, Spanish and Japanese. I have also an extensive computer background in particular to MS Office applications (Word, Excel, PowerPoint, Access, Project, Visio and Outlook). I am as well into charitable activities and an over the weekend traveler on my spare time.
Career Objective

I aspire to work once again in a growth oriented and progressive company wherein my expertise will make a significant impact on achieving the company’s ultimate set objectives. I also want to be again in an atmosphere where my ideas are welcome and appreciated as added-value.
Other Pertinent Information:

I was born Filipino on May 5, 1980 in Manila, Philippines. I am currently single and living in Abu Dhabi, UAE for the past 12 years. I have UAE driving license and am on Visit Visa status.

Educational Background:

Bachelor of Science in Tourism Major in Airline Operations

PATTS College of Aeronautics - Manila, Philippines (June 1997 – March 2001)
Professional Experiences:

National Health Insurance Company - Daman PJSC - Abu Dhabi, United Arab Emirates 
· Junior Quality Assurance Officer (July 2009 – December 2014)
· Assistant Quality Assurance (November 2007 - June 2009) - Promoted
· Executive Assistant (March 2007 – October 2007) - Promoted
· Secretary, Quality Assurance (May 2006 – February 2007) - Promoted
As Junior Quality Assurance Officer, I was in-charge of the Quality Assurance Unit under CEO Office / Legal Compliance and Regulatory Affairs / IT department that ensures the implementation of Quality Management System (ISO 9001:2008), maintains the ISO 9001:2008 Certification, and conducts Internal Quality Audit. Being part of a team, I was tasked to handle Document Management System (Document review, approval and control) and Records Management. I supported all the departments/ branches on business process modeling, defining/ measuring/ monitoring their KPIs and reviewing their controlled documents on annual basis. I supported as well all the departments on their projects such as the Customer Experience Department on their customer relations projects and the Medical Investigation and Audit Department on being a Mystery Shopper.

Having “Quality” as a culture in Daman, I was also assigned to ensure that “Quality” is observed all throughout the organization by training all the quality coordinators of the branches/departments on updates related to quality assurance, quality policy and administrative functions.
Achievements:

· Promoted 3 Times

· Pioneered Daman Intranet Design
· Authored and published Quality Assurance Hand Book Edition I
· Awarded Top Performance 
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Oil and Gas Construction Company – OGASCO - Abu Dhabi, United Arab Emirates 
Secretary - From September 2003 – May 2006

I was on full support to the General Manager’s day to day activities as well as to the entire company’s administrative functions from handling purchasing, tendering, accounts payables/receivables, payroll, and HSE & QA/QC documentations.
Achievements:

· Awarded Best Innovative Idea Year 2003
· Initiate and authored company OGASCO’s company magazine
Other Temporary Experiences:

Adyard Abu Dhabi LLC - Abu Dhabi, United Arab Emirates
Secretary cum Document Controller (Part Time) - From February 2003 – May 2003
United Aviation Services - Sharjah, United Arab Emirates

General Clerk - Flight Operations and Dispatch (Part Time) - From July 2003 – August 2003
Aboitiz Air - Manila, Philippines
Telesales Representative - From April 2002 – May 2002
HSBC - Hong Kong & Shanghai Banking Corporation - Manila, Philippines
Accounting Clerk (Contractual) - From August 2001 – January 2002
Aboitiz Air - Manila, Philippines
Administrative Assistant (On the Job Training) - Completed 250 Hours
Trainings and Certifications:
· Quality Management System Implementation 

· Quality Management System – ISO 9001:2008 (Internal Auditor Program) 

· Quality Management System Auditor/ Lead Auditor Training Course (ISO 9001: 2008) 

· Advanced MS Visio Training 

· Lean Six Sigma Session for Executives 

· IMS Awareness Training (ISO 9001:2000, ISO 14001:1996 & ISO 18001:1999) 

· Customer Relations Effectiveness Workshop 

· Interpersonal & Communication Skills 

· Quality Assurance / Audit - Introduction to Quality Management 

· Assertiveness Training 

· Introduction to Insurance

· Continual Audit Improvement 

· Medical Insurance Training 

· Microsoft Excel 2003 (Level 2) 

· Executive Secretarial Skills Training 

· Basic First Aid Training 

· Fire Marshall Training (Year 2008 & 2009)

· World Quality Day Celebration Participation 

· Sales Enhancement Program 

· Airline Operation Seminar
Character Reference:

Shall be available upon request
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